


 
JANUARY 3, 2023 

CITY SECRETARY OFFICE POLICY: 
BOARDS/COMMISSION APPLICATIONS 
Note: In this policy “City Secretary” refers to the City Secretary and the Deputy City Secretary. 

Policy outlining the procedure used for Boards/Commission applications. 

• The City Secretary accepts applications for Boards/Commissions throughout the year.  An 
opening does not have to officially occur in order for a citizen to submit a Board/Commission 
application.  The City Secretary will hold the Board/Commission application for one year. 

• Granicus software notifies the applicant that the application has been received and held for 
one year. 

• Granicus software notifies a current Board member, when the member is due to submit a 
reapplication. 

• When a Board/Commission vacancy occurs or is scheduled to occur, the City Secretary will issue 
a press release advising applications are being accepted.  Openings are also announced on 
facebook and the city website. 

• Create agenda bill to place the appointment on the agenda. 

• Upon gathering applications, the City Secretary will email the applications to the City Council at 
least two weeks prior of the City Council meeting to appoint Board members.  This two week 
time span allows the interview team to research and interview the applicants. 

• Note: This is the process from the former Mayor/City Council of 2021.  City staff requires clarity 
to change the process if City Council so desires.  City staff is always happy to accommodate. 

• Currently it has been requested that in 2022/2023 additional applications received within that 
two week period be sent to Council.  The City Secretary will contact the interview team and 
notify them of additional applications.  It is the interview team’s decision whether to interview 
the additional applicants or not. Regardless, the additional applications will be held for one 
year. 

• The City Council meeting is held, and City Council appoints members. 

• If appointed, the City Secretary notifies applicants and provides them instructions regarding 
boards; documents to complete; schedules, prepares, and performs boards member Statement 
and Oath of Office before the first meeting. 

• The City Secretary notifies the staff liaison for the board. 

• The City Secretary revises Board rosters on the website and in Granicus. 

• The City Secretary provides updated Board rosters to the Administrative Executive Assistant. 




















